VACANCY ANNOUNCEMENT

U.S. MISSION LA PAZ, BOLIVIA - OFFICE OF HUMAN
RESOURCES

ANNOUNCEMENT NUMBER: 15 - 17T (trainee)
OPEN TO: All interested candidates
POSITION: Telephone Technician, FSN-6; FS-8*
OPENING DATE: June 1, 2015
CLOSING DATE: June 15, 2015
WORK HOURS: Full-time; 40 hours/week

SALARY: *Qrdinarily Resident (OR):
(Position Grade: FSN-6 — Trainee level)

*Not-Ordinarily Resident (NOR):
(Position Grade: FS-8 — Trainee level)

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix A) MUST HAVE THE
REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR
CONSIDERATION.

The U.S. Embassy in Bolivia is seeking an individual for the position of Telephone
Technician in the Information Management Office.

BASIC FUNCTION OF POSITION

The incumbent is responsible, under general supervision of the Radio/Telephone Technician
Supervisor, for the proper operations of four telephone systems, including programming and
maintenance. The technician maintains the telephone cabling system in the Chancery,
residences where telephone systems are installed, motor pool/supply and Facilities
Maintenance buildings, in addition to cabling connecting the buildings and various other
lines. The employee acts as liaison with telephone companies.

A copy of the complete position description listing all duties and responsibilities is available
in the Human Resources Office. Contact 216-8215, email: Veravb@state.gov.

QUALIFICATIONS REQUIRED

All applicants must address each selection criterion detailed below with specific and
comprehensive information supporting each item.

1. Education: Completion of high school is required. Must possess a degree of Technician

in Electronics (minimum 3 years of college studies), with emphasis on telecommunications,
telephone systems and fiber optic.
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2. Prior Work Experience: Two year experience working with telephone and electrical
systems is required.

3. Language: Level 3 (Good Working Knowledge) Speaking/Reading/Writing Spanish is
required. Level 1 (Rudimentary Knowledge) Speaking/Reading/Writing English is required.
Non-native Spanish speakers will be tested.

4. Knowledge: Must have journeyman level telephone and radio knowledge, to include
electrical, radio frequency, theories, installation, operation, testing, repair procedures and
techniques.

5. Skills: Must have a working knowledge of basic computer programs (Word and Excel) in
order to run telephone, radio and maintenance programs and for programming.

SELECTION PROCESS

When fully qualified, U.S. Citizen Eligible Family Members (USEFMs) and U.S. Veterans are
given preference. Therefore, it is essential that the candidate specifically address the
required qualifications above in the application.

ADDITIONAL SELECTION CRITERIA

1. Management will consider nepotism/conflict of interest, budget, and residency status in
determining successful candidacy.

2. Current employees serving a probationary period are not eligible to apply.

3. All Locally Employed Staff (LES) who have less than one year working in a position are
not eligible to apply. However, this requirement can be waived in writing by the employee's
American supervisor.

4. Current Ordinarily Resident employees with an Overall Summary Rating of Needs
Improvement or Unsatisfactory on their most recent Employee Performance Report are not
eligible to apply.

5. Currently employed U.S. Citizen EFMs who hold a Family Member Appointment (FMA)
are ineligible to apply for advertised positions within the first 90 calendar days of their
employment.

6. Currently employed NORs hired under a Personal Services Agreement (PSA) are
ineligible to apply for advertised positions within the first 90 calendar days of their
employment unless currently hired into a position with a When Actually Employed (WAE)
work schedule.

TO APPLY

Interested candidates for this position must submit the following for consideration of the
application:

1. Universal Application for Employment as a Locally Employed Staff or Family Member
(DS-174); or you may apply with:
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2. A current resume or curriculum vitae that provides the same information found on the
UAE (see Appendix B); or

3. A combination of both; i.e. Sections 1 -24 of the UAE along with a listing of the applicant’s
work experience attached as a separate sheet; plus

4. Candidates who claim U.S. Veterans preference must provide a copy of their Form DD-
214 with their application. Candidates who claim conditional U.S. Veterans preference must
submit documentation confirming eligibility for a conditional preference in hiring with their
application.

5. Any other documentation (e.g., essays, certificates, awards) that addresses the
gualification requirements of the position as listed above.

SUBMIT APPLICATION TO

Human Resources Office
Attention: Cristina Meaney, Human Resources Officer
2780 Arce Avenue

POINT OF CONTACT

Virginia Vera, Human Resources Assistant (Veravb@state.gov)
Telephone: (591) 2-216-8215
FAX: (591) 2-216-8111

Only applicants who are considered for a personal interview will be notified on their
non-selection.

CLOSING DATE FOR THIS POSITION: June 15, 2015

The U.S. Mission in Bolivia provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, age,
disability, political affiliation, marital status, or sexual orientation. The Department of State
also strives to achieve equal employment opportunity in all personnel operations through
continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been
denied equal opportunity based upon marital status or political affiliation. Individuals with
such complaints should avail themselves of the appropriate grievance procedures, remedies
for prohibited personnel practices, and/or courts for relief.

DRAFTED BY: HRO: VVera In draft
CLEARED BY: IMO: RFasciglione In draft
APPROVED BY: HRO: CMeaney In draft
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TRADUCCION DE CORTESIA

ANUNCIO DE VACANCIA

NUMERO DE ANUNCIO: 15-17T (nivel de entrenamiento)
ABIERTO A: Todos los candidatos interesados
POSICION: Técnico de teléfonos - FSN-6; FP- 8
FECHA DE APERTURA: 1 dejunio de 2015
FECHA DE CIERRE: 15 de junio de 2015
HORAS DE TRABAJO: Tiempo completo; 40 horas semanales

SALARIO: * Residentes Permanentes:
(Grado de la posicién: FSN-6 — Nivel de entrenamiento)

* Residentes No Permanentes:
(Grado de la Posicion: FP-8 — Nivel de entrenamiento)

TODOS LOS EXTRANJEROS RESIDENTES EN EL PAIS O POSTULANTES DEBEN
TENER PERMISO DE TRABAJO O PERMISO DE RESIDENCIA EN EL PAIS PARA SER
CONSIDERADOS ELEGIBLES.

La Embajada de los Estados Unidos en Bolivia precisa los servicios de un Técnico de
Teléfonos para trabajar en el Centro de Informaciones.

FUNCIONES BASICAS DE LA POSICION

El titular que esta bajo la supervision general del Supervisor Técnico de Radio y Teléfonos,
es responsable de las operaciones de cuatro sistemas de teléfono, incluyendo la
programacion y el mantenimiento adecuado de los sistemas. Mantiene el sistema de
cableado de teléfonos del edificio de la Embajada, residencias donde se instalan los
sistemas telefénicos, del centro de vehiculos/oficina de suministros y de los diferentes
edificios. El empleado actia como enlace con las compafiias telefonicas.

Una copia de la descripcion de trabajo detallando todas las tareas y responsabilidades del
puesto se encuentra disponible en la Oficina de Recursos Humanos. Por favor llame al
teléfono 216-8215, e-mail: Veravb@state.qgov para obtener una copia.

CALIFICACIONES REQUERIDAS
Todos los candidatos deben respaldar todos los requerimientos detallados a continuacién

con informacion especifica y completa, documentando cada item de las calificaciones
requeridas.
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1. Educacion: Haber completado el colegio secundario. Debe poseer titulo de Técnico en
Electrénica (debe haber completado por lo menos tres afios de estudios técnicos o
universitarios), con énfasis en telecomunicaciones, sistemas telefonicos vy fibra ptica.

2. Experiencia: Tener dos afios de experiencia trabajando con sistemas telefénicos y
eléctricos.

3. Idiomas: Nivel 3 (Buenos conocimientos) del idioma Espafiol oral y escrito. Nivel |
(Conocimientos basicos) del idioma Ingles oral y escrito. Candidatos cuya lengua nativa
no sea el espafiol tendran una prueba de nivel de conocimiento.

4. Conocimientos: Debe tener conocimientos a nivel profesional de sistemas de teléfonos
y radio, incluyendo conocimientos de procedimientos y técnicas de electricidad,
radiofrecuencia, teorias, instalacion, operacion, y ensayos.

5. Habilidades: Debe poseer conocimientos de programas de computacion basicos (Word
y Excel) con el fin de ejecutar programas de mantenimiento y programaciéon de radio y
teléfonos.

PROCESO DE SELECCION

Cuando estén igualmente calificados, los Miembros de Familia Elegibles con ciudadania
Americana y los Veteranos con ciudadania Americana tendran preferencia sobre otros
candidatos. Por lo tanto, es esencial que los candidatos especifiquen las calificaciones
arriba requeridas.

CRITERIOS DE SELECCION ADICIONALES

1. La administracién considerara nepotismo/conflicto de intereses, presupuesto y
residencia en la determinacion de la candidatura ganadora.

2. Empleados de la Mision que se encuentren en periodo de prueba no son elegibles para
postular.

3. Los empleados localmente contratados (LES) quienes se encuentran trabajando en su
actual puesto por menos de un afio no son elegibles para postular a otro puesto. Sin
embargo, este requisito puede ser re-considerado si se recibe una solicitud escrita del
supervisor estadounidense del empleado.

4. Residentes Permanentes actualmente empleados en la Misidén y cuya mas reciente
Evaluacién de Desempefio haya sido calificada como no satisfactoria o que necesita
mejorar no son elegibles para postular.

5. Miembros de Familia Elegibles con ciudadania Americana (U.S. EFMs) actualmente
empleados en un puesto designado para Miembros de Familia con ciudadania Americana
no son elegibles para postular a otras vacancias si se encuentran dentro de los primero 90
dias calendario de su empleo.

6. Residentes Temporales actualmente empleados en la Misién bajo un Contrato de
Servicios Personales (PSA) no son elegibles para postular a otras posiciones anunciadas si
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se encuentran dentro de los 90 primeros dias calendario de su empleo a menos que estén
contratados en una Posicion Temporal (WAE).

PARA POSTULAR

Los candidatos interesados en este puesto deberan presentar lo siguiente o la aplicacion no
sera considerada:

1. Solicitud Universal de Empleo como Personal Contratado Localmente o Miembro de
Familia Elegible (DS-174) o postular con:

2. Un Curriculum Vitae actualizado que provea la misma informacion que se encuentra en
el formulario UAE; 6

3. Una combinacion de ambos: por Ej. Secciones 1-24 del formulario de aplicacion
incluyendo una lista de la experiencia de trabajo adjunta en una hoja separada; mas

4. Los candidatos que declaren tener privilegios preferenciales como Veteranos de Guerra
Americanos deben proveer una copia de su Formulario DD-214 (Certificado de Licencia de
Servicio Activo) con su postulacion.

5. Cualquier otra documentacion (por Ej. Ensayos, certificados, premios) que apoyen las
calificaciones de los requerimientos de la posicién arriba mencionada.

ENVIAR POSTULACIONES A

Oficina de Recursos Humanos
Atencion: Cristina Meaney, Encargada de la Oficina de Recursos Humanos
Avenida Arce No. 2780

PUNTO DE CONTACTO

Virginia Vera, Asistente de Recursos Humanos (Veravb@state.gov)
Teléfono: (591) 2-216-8215
FAX: (591) 2-216-8111

Solo los candidatos que fueron entrevistados seran notificados si no son
seleccionados.

FECHA DE CIERRE PARA ESTA POSICION: 15 de junio de 2015

La Mision Americana en Bolivia brinda tratamiento imparcial y justo en la contratacién de
personas sin importar la raza, color, religion, sexo, ciudadania, edad, incapacidad fisica,
afiliacion politica, estado civil, u orientacion sexual. El Departamento de Estado ademas se
esfuerza en lograr iguales oportunidades de empleo en todas sus operaciones personales a
través de constantes y diversos incrementos de programas.

El procedimiento para quejas a través del Consejero en Igualdad de Oportunidades de

Empleo (EEO por sus siglas en Ingles) no esta disponible para los individuos que creen que
se les ha negado la oportunidad de trabajo por motivos de su estado civil o afiliacién
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politica. Los individuos con tales quejas deben referirse a los procedimientos apropiados
de agravio o practicas prohibidas para el personal.

70f11



Appendix A
DEFINITIONS

EFM
This diagram demonstrates how an

Appointment Eligible Family Member
(AEFM) is also a U.S.- citizen Eligible
USEFM Family Member (USEFM) as well as an
Eligible Family Member (EFM).

AEFM

1. Eligible Family Member (EFM): An individual related to a U.S. Government employee

in one of the following ways:

Spouse or same-sex domestic partner (as defined in 3 FAM 1610);

Child, who is unmarried and under 21 years of age or, regardless of age, is
incapable of self-support. The term shall include, in addition to natural offspring,
stepchildren and adopted children and those under legal guardianship of the
employee or the spouse when such children are expected to be under such legal
guardianship until they reach 21 years of age and when dependent upon and
normally residing with the guardian;

Parent (including stepparents and legally adoptive parents) of the employee or of the
spouse, when such parent is at least 51 percent dependent on the employee for
support;

Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or
brothers) of the employee, or of the spouse, when such sibling is at least 51 percent
dependent on the employee for support, unmarried, and under 21 years of age, or
regardless of age, incapable of self-support.

2. U.S. Citizen Eligible Family Member (USEFM): For purposes of receiving a

preference in hiring for a qualified position, an EFM who meets the following criteria:

U.S. Citizen; and,

EFM (see above) at least 18 years old; and,

Listed on the travel orders of a direct-hire Foreign, Civil, or uniformed service
member assigned to or stationed abroad with a USG agency that is under COM
authority, or at an office of the American Institute in Taiwan; and either:

1. Resides at the sponsoring employee's or uniformed service member's post of
assignment abroad or at an office of the American Institute in Taiwan; or
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2. Resides at an Involuntary Separate Maintenance Allowance (ISMA) location
authorized under 3 FAM 3232.2.

3. Appointment Eligible Family Member (AEEM): EFM (see above) eligible for a Family
Member Appointment for purposes of Mission employment:

e |[saU.S. citizen; and

e Spouse or same-sex domestic partner (as defined in 3 FAM 1610) or a child
of the sponsoring employee who is unmarried and at least 18 years old; and

e s listed on the travel orders or approved Form OF-126, Foreign Service
Residence and Dependency Report, of a sponsoring employee, i.e., a
direct-hire Foreign Service, Civil Service, or uniformed service member who
is permanently assigned to or stationed abroad at a U.S. mission, or at an
office of the American Institute in Taiwan (AIT), and who is under chief of
mission authority; and

e Isresiding at the sponsoring employee's post of assignment abroad or, as
appropriate, office of the American Institute in Taiwan.

e Does not receive a Foreign Service or Civil Service annuity

4. Domestic Partner (DP): A person of any nationality who meets the criteria of 3 FAM
1612 and is listed on the travel orders of a direct-hire Foreign or Civil service member
assigned to or stationed abroad with a USG agency that is under COM authority, or at an
office of the American Institute in Taiwan; and either:

A. Resides at the sponsoring employee's post of assignment abroad or at an office
of the American Institute in Taiwan; or

B. Resides at an Involuntary Separate Maintenance Allowance (ISMA) location
authorized under 3 FAM 3232.2.

5. Member of Household (MOH): An individual who accompanies a direct-hire Foreign,
Civil, or uniformed service member permanently assigned or stationed at a U.S. Foreign
Service post or establishment abroad, or at an office of the American Institute in Taiwan. An
MOH is:

Not an EFM; and,

¢ Not on the travel orders of the sponsoring employee; and,
Has been officially declared by the sponsoring USG employee to the COM as part of
his/her household.

A MOH is under COM authority and may include a parent, unmarried partner, other relative
or adult child who falls outside the Department’s current legal and statutory definition of
family member. A MOH does not have to be a U.S. Citizen.

6. Not Ordinarily Resident (NOR) — An individual who:

e |s not a citizen of the host country; and,
o Does not ordinarily reside (OR, see below) in the host country; and,
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e Is not subject to host country employment and tax laws; and,
e Has a U.S. Social Security Number (SSN).

NOR employees are compensated under a GS or FS salary schedule, not under the LCP.

7. Ordinarily Resident (OR) — A Foreign National or U.S. citizen who:

e |s locally resident; and,
o Has legal, permanent resident status within the host country; and,
e Is subject to host country employment and tax laws.

EFMs without U.S. Social Security Numbers are also OR. All OR employees, including U.S.
citizens, are compensated in accordance with the Local Compensation Plan (LCP).
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Appendix B

If an applicant is submitting a resume or curriculum vitae, s/he must provide the following
information equal to what is found on the UAE.

Failure to do so will result in an incomplete application.

A. Position Title

B. Position Grade

C. Vacancy Announcement Number (if known)

D. Dates Available for Work

E. First, Middle, & Last Names as well as any other names used

F. Current Address, Day, Evening, and Cell phone numbers

G. U.S. Citizenship Status (Yes or No) & status of permanent U.S. Resident (Yes
or No; if yes, provide number)

H. U.S. Social Security Number and/or Identification Number

I. Eligibility to work in the country (Yes or No)

J. Special Accommodations the Mission needs to provide (Yes or No; if yes,
provide explanation)

K. If applying for position that includes driving a U.S. Government vehicle,
Driver’'s License Class / Type

L. Days available to work

M. List any relatives or members of your household that work for the U.S.
Government (include their Name, Relationship, & Agency, Position, Location)

N. U.S. Eligible Family Member and Veterans Hiring Preference

O. Education

P. License, Skills, Training, Membership, & Recognition

Q. Language Skills

R. Work Experience

S. References
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